D. Reports

Presidential

Select the report type g

Bepon of Beceipts and Disbursements (Farm F3F)
Form 1 (Staterment of Qrganization)

Form 1k (MNotification of Multicandidate Status)
Miscellaneous Electronic Submission (Form 99)
Form & (Statement of Candidacy)

]9 Cancel

OR

Non-Presidential

Select the report type

X

Bepon of Beceipts and Disbursements (Farm F3)
48 hour notice (Farm B)

Form 1 (Statement of Organization)

Form 1k (Matification of Multicandidate Status)
biscellaneous Electronic Submission (Form 93)
Form 2 (Statement of Candidacy)

]9 Cancel

FECFile 7 Authorized Manual 6.0



Reports

The FECFile generates several different kinds of reports. These reports can
include:

Report of Receipts and Disbursements (Form 3P) This is for Presidential
Candidate Committees

Report of Receipts and Disbursements (Form 3) This is for Non-
Presidential Candidate Committees

Report of Receipts and Disbursements (Form 3X) This is for PACS, Parties,
State and Local Parties

48 Hour Notice (Form 6)

Statement of Organization (Form 1)

Notification of Multicandidate Status (Form 1 M)

Miscellaneous Electronic Submission

D> > > >

Election Cycle

The election cycle is entered before a committee creates the first report. When
the committee begins to enter in report information, it prompts the user to first
enter an election cycle. The election cycle is the day after the previous General
Election through the day of the upcoming General Election.

Election cycle information @
e :
Date Thru Cancel

If the cycle is entered in correctly, the Post Election Detailed Summary page

wi || not appear until itds necessary.

method to remedy the problem. The Post Election Detailed Summary Page for
Primary losers will appear on their Year End Report.
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I8 FECfile - AUTH.DCf ‘:H§”Z|
Fle Edt RN Window Help

] = i Rec&@e S

All Transactions

Summary Page

Receipts

Disbursements

Loans and other Obligations

Recycle bin
Sort...

(Open a window on all Reports in this file

YE:10/28/2003 - 12/31/2003 /|

V To select the Reports window in FECFile, select view from the drop down
menu bar and select Reports.

The AReportsodo window displays a history of
commi ttee file. By selecting fAiViewd on the
the automatic sort feature is visible. The sort is based on the report coverage

dates (i.e., Date from and Date to) and the Filed on date. The user does not

have the opportunity to change the order of reports in this view. The user can,

however, modify the size of the columns by dragging, wide or narrow,

permitting more information to be easily viewed.

There are several things the user can do to a report:

Create
Modify
Delete
Close
Amend
Validate
Upload

The following text will review the different reports available using FECFile.

I I D > D D
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Creating A Report Of Receipts And Disbursements (Form 3 For
Non-Presidential Candidate Committees) or (Form 3P For
Presidential Candidate Committees)

V Upon launching FECFile, select the appropriate candidate or committee
information option.

V As the applicat ulketoaestk & Repowand énter yguo
I nf

Report

V Select View, from the menu bar and select Reports.

Select Edit from the menu bar and then select New.

[2 FECfile - AUTH.DCf ‘:HE”X'
=i View Window Help

| E— R EES e

T:T_] o N don | Signed by | Election ... Closing...
4  Debt/Loan payments 12004 Tafoya, Brac 10/28/2003 0.00 27518.23
Redesignate/Reattribute... 3

Memo Text.

Close Re

lose Rey
Amend

port.

Itemization

Ui FOX]

Create a new item of the selected type

YE:10/28/2003 - 12/31/2003 /|

Shortcut! (Right-click and select New, or use the Ins key
on your keyboard with the Report window highlighted!)

NOTE: The first time you create a report, and your cash on
hand is not zero ($ 0.00)8 The first transaction you enter in
the report should be the fACasddenten
the initial balance. Subsequent transactions will modify the
balance. See the transactions section for instructions.
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V Select Report of Receipts and Disbursements --Form 3 (Note: for
presidential committees it will be Form 3P, as shown below) and click on
OK.
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